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Who should use this guide:  
Providers and jurisdictions that need to edit administrative data such as location phone number, 
website, or hours, using a file upload method.  
 
Accurate administrative data is especially important for active providers who have their 
locations set to display to the public on Vaccines.gov. 
 
Visit https://vaccines.gov/covid-provider-resources for instructions on how to do this manually 
and to find for more training videos and guides.   
 

Step-by-step instructions 

Login 
1. Login to your COVID Locating Health account at https://covid.locating.health/login 

 

 

Login tips:  
● Your username is the email address 

you used to register for your 
COVID Locating Health portal 

account. 

● If you forget your password, click 
the “Forgot Password?” link to 
reset your password. 

 

 

  

https://urldefense.com/v3/__https:/vaccinefinder.org/covid-provider-resources__;!!NZvER7FxgEiBAiR_!9WYrstVj3DlM3fUEx3aLjoggplVQqHpWP7nLJXHDh6u03h4AptOvL6jHFh6KxwzSxb5tWzC7au6S$
https://covid.locating.health/login
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Get your Provider location file 
 

2. Click “Public Display” in top right of page.  

3. Click “Provider location file” in the “Step 1” box to download the current set of 

administrative details listed for your locations. 

 
A 

 
 

File download tips:  
● The Provider Location file will download as a .CVS file with the date in the name, the file 

name will be provider-profile-template_YYYY-MM-DD.csv.  

● The first 6 columns will be pre-populated with the administrative data sent to 
Vaccines.gov, powered by VaccineFinder by the CDC Immunization Data Lake (IZDL). 
These fields are read only, any changes to this data will need to be re-submitted by the 
jurisdiction or pharmacy network to the CDC IZDL.  

● The column “Display to the Public” will default to No for all locations, unless indicated by 
the provider through the file upload or log manually page. If you wish to have your 
location visible on the public-facing vaccines.gov website, mark Yes in the column 
“Display to the Public.” The acceptable values for "Display to the Public" are: 

○ Yes 

○ No 
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Update your administrative fields 
For all locations set to display to the public, the information you provide here will be displayed to 
the public on Vaccines.gov.  
 

4. Update your provider display data.  
 

 
 

Public Display Field tips:  
Administrative data for locations should be populated only for locations that are selected to 
display to the public. The fields are optional but will greatly help guide the public to accurate 
information about how to access COVID-19 or flu vaccines.   

• Hours are broken out by the day of the week. The preferred format is HH:MMAM-
HH:MMPM. We will also accept h:mm am – h:mm pm. For additional accepted values 
please refer to the Data Import Document on https://vaccines.gov/covid-provider-

resources. For any day that your location is closed, please mark CLOSED in that column.   

• Public display phone number (required if General screener or appointment link or COVID 
screener or appointment link fields are blank) is pre-filled with the location administration 
phone number provided on the provider or pharmacy agreement. If you would like a 
different number to show on vaccines.gov enter it in this field.  

• Web Address should be a link to the provider location’s website. 

• General screener or appointment link (required if no display phone number)* - Enter your 
general vaccine screener or appointment scheduler URL here. This link will show on 
Vaccines.gov when users search for flu vaccines. If you have different user flows for 
COVID and non-COVID vaccinations, please enter the COVID-19 specific URL in the 
field, COVID screener or appointment link  (next bullet).  

• COVID screener or appointment link (required if no display phone number)* - If you have a 
COVID-19 vaccine specific screener or appointment scheduler that is different from your 
general screener enter that URL here. This link will show on vaccines.gov when users 
search for COVID vaccines. 

• Insurance Accepted should indicate if the location accepts insurance, acceptable values 
are Yes, No or blank.  

• Walk ins Accepted should indicate if the location accepts walk ins. If your location is 
accepting walk-ins for COVID and flu vaccines, please mark YES in this field. Acceptable 
values are Yes, No or blank.  

https://urldefense.com/v3/__https:/vaccinefinder.org/covid-provider-resources__;!!NZvER7FxgEiBAiR_!9WYrstVj3DlM3fUEx3aLjoggplVQqHpWP7nLJXHDh6u03h4AptOvL6jHFh6KxwzSxb5tWzC7au6S$
https://urldefense.com/v3/__https:/vaccinefinder.org/covid-provider-resources__;!!NZvER7FxgEiBAiR_!9WYrstVj3DlM3fUEx3aLjoggplVQqHpWP7nLJXHDh6u03h4AptOvL6jHFh6KxwzSxb5tWzC7au6S$
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• Provider Notes is a free text field that will display to the public (max 1000 characters) for 
both COVID-19 and flu vaccine searches. Please use this space to provide any additional 
information a member of the public should know about COVID-19 or flu vaccinations at 
your location.  

*Denotes New field 

 

5. Save the changes to the file.  

Tip: save the file to your desktop so that it is easier to find to upload.  
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Upload your file  
6. Select the “Browse” button in the box labeled Step 3 on the Upload File screen.  

Navigate your computer to find your file, select it, and click “Open.”  

 

 
 

7. Select the file that has now appeared and click the “Upload” button. 
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8. Check that your file was successfully validated.  
If there are no errors, the file will upload successfully and you will see a green Success! 
screen. You will be able to see how many records were updated. Your public display data 
will now be sent to CDC at 5:00 am Eastern.  

 

 
 
If the file contains errors, the upload will fail and you will see an error message with details about 
what’s causing the error. Once you have updated the file, press “Try Again” to upload the new 
file. 

 

Common errors: 
• Missing required fields. Make sure 

you’ve included:  

o VTrckS Pin or Provider ID 

o Display to the Public 

o Public Display Phone Number or 
General Screener or COVID 
Screener links 

• Missing columns for new General 
Screener and Covid Screener. To fix 
this issue download the most recent 
provider location file, then follow steps 
4-7 

• Unsupported value for required fields. 
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Tip: If there has not been an inventory update for the site in over 72 hours, a site set to public 
display will no longer be displayed in search results instead of showing the normal in stock or out 
of stock status. Update your inventory daily to ensure the stock status displays correctly to the 
public. 
 


